Budget Preparation

Creating Spreadsheet
Views

Topic Objectives

After completing this topic, you will be able to:
e C(Create a spreadsheet view
e Use modeling in spreadsheet views

e Export a view to Excel

Topic Overview

This topic introduces you to the following BRASS topics:
e Standard vs. Report Views

e Lines & Columns in Views

e Appearance of Views

e Exporting Views to Excel

e Spreadsheet View Modeling

Standard vs. Report Views

There are two versions of spreadsheet views in the budget

preparation system. These are Standard or Regular Views and
Report Views. When creating a view, the user can select which
spreadsheet display format to use. The data contained in the
spreadsheet cells of either of these views is identical; only the
display format differs. The two differences between Regular and

Report views are:
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1. Regular Views display the short column acronyms. Report
views display the full three-line heading label.

2. Regular Views display multiple organizations or other tabbed
attributes as separate tabbed spreadsheets. Report Views
display one spreadsheet with multiple organizations
consecutively below each other.

To create a view, choose Spreadsheet Views from the BRASS
menu.

Utilities  Window  Help
Spreadzhest Wiews Ctrl+5
Beports
Budget Formsz

Spreadsheet Update
Perfarmance Measures

Allocation...
[nfo Edit...

Select New View to create your view.

L 1 1 |

++ ¥iew Selection and Display

Hew Yiew | L) g Cancel |
ey Name:l— v| ™ Show Public

Name your view and select OK.

. .
[

Cancel

Mesw Marme: I Mew Decision tems
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The following screen will be displayed:

@iz Edit Spread Sheet View

Delete | Copy | Defaults Save I Cancel |
View Mame:  [New Decision ltems Fant Size: I iDE Zero Blank [
Column Width: [ 7508 Report Wiew [

Line Selections
ﬂ Column Selections
UMBERS Corrma [ COLORS Headings Body

Scele. L= Dec.ﬂ Faoreground |Black |=l[Black [=]
Rounding: MNeg.: i123i :I Background | Gray [=I| [+#hite =1
Test Walues | Zero:l Megative

Lines and Columns

The first step to creating a view is to define the Lines and Columns
to be displayed. To select Lines, click the dropdown arrow in the
Line Selections box. One line can be selected, multiple lines can
be selected, or a range of lines can be selected.

aiz Edit Spread Sheet View

Delete |

Copy | Dgfaullsl

Line Selections

I

Yiew Mame:  [New Decision lterns

«iu Line Objects

Select |

Close |

=
NUMBERS | Comma
Scale: 1 [~] Dec D B
Rounding: H Neg_:@‘ﬂ
Test Walues | Zeru:l

Object Description ﬂ
AQ ALL BUDGET OBJECT CLASSES
ExX EXPENDITURES

PS FPERSOMNAL SERVICES

EE EXPERNSE & ECQUIPMERT

FD PROGRAM SPECIFIC

P FPROPERTY & IMPROVEMENTS
TRF TRAMNSFERS OUT

100 SALARIES AND WAGES

120 BEMEFITS

140 TRAVEL, IN-STATE

160 TRAYEL, OUT-OF-STATE

180 FUEL AND UTILITIES

200 ADMINISTRATVE SUPPLIES
220 LABORATORY AND MEDICAL S
240 MERCHAMNDISING SUPPLIES
260

REPAIR, MAINTEMAMCE, AND L;l
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To select one object, highlight the line and choose Select. To
select a range of lines, select the beginning object followed by a
dash (-) and then the ending object. To select multiple objects not
in a range, select each object individually. The range includes all
objects between the beginning and ending point regardless of
whether or not they are in numeric order. Summary objects may
also be selected to simulate totals.

aiz Edit Spread Sheet Yiew

Delete | Copy | Defaults | tiz Line Dbjects
Select | Close |
“iew Mame:  [Mew Decision kems
Object Description -
Line Selections 00 SPECIFIC USE EQUIPMENT
0 50 B20 STATIONARY EQUIPMENT
i —E B40 PROPERTY AND IMPROVEMEN
BE0 DEBT SERYICE
BE0 BUILDING LEASE PAYMENTS
700 EQUIPMENT LEASE PAYMENTS
720 BUILDING AND EQUIPMENT RET
740 MISCELLANEOUS EXPENSES
760 REBILLABLE EXPENSES
| 780 REFUNDS
00 PROGRAM DISTRIBUTIONS
LS Camma M TRANSFERS OUT
Seale 1 o g [an ALL REVENUE SOURCES
Rounding: [1 [~] Neg (123) 7] T TAXES
LF LICENSE, FEES AND PERMITS
Test Values | Zero] PR DEBT PROCEEDS =
Range of Objects
[0 atspoadshostvion |
' Delete | Copy | Defaults | Save | Cancel |
View Mame:  [Mew Decision ltems Fant Size: I 'IEIE Fero Blank [

Column YWidth: [ 7508 Report Wiew [
Line Selections

100 120 140 160 180 260 = Column Selections

580 500 ﬂ

=
UMBERS comma | (S Headings Body

Su:.ale: H Dec.h_E Fareground|Black |=l[Black =1
Rounding: Meg.: §123j :I Background | Gray |=] [vhite =1

Test Values | Zero:l_ MNegative
Multiple Objects
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Selecting Columns works identical to selecting Lines. You may
select one column, multiple columns, or a range of columns.

s Edit Spread Sheet View

Delete | Copy | Defaults Save | Cancel |
‘iew Mame:  [Mew Decision ftems Font Size: | ‘IDE Zera Blank [
Colurn Yvidth: | 750 Report Wiew [

Line Selections

100 - 520 A ﬂ Column Selections

PY1BG PY1ACT CYBG =
YTDACT BEGCOR DV
oT

=
NUMBERS | Comma Headings Body
Seale: [1___ |~ Dec.ﬂ Foreground [Elack [=l[Elack [=]
Rounding: Neg.:@‘z Background | Gray [=[#ihite [=]
Test VYalues | Zero:l_ Megative

Multiple Columns

Appearance of Views

Several items can be modified to change the appearance of your
spreadsheet view.

1. To change the Font Size: type in a new size or click on the up
or down arrows until the desired size is displayed. The default
size 1s 10.

2. To change the Spreadsheet Column width: click on Column
Width and type in the width you want or click on the up or
down arrows until the width you want is displayed. The
default width size is 750. This default will accommodate a
number up to 99,999,999 with a font size of 10.

3. To suppress lines that only contain zeros: click the Zero
Blank check box. To include all data lines, do not check.

4. To display the spreadsheet in Report View: click the Report
View check box.
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5. To add headings to each section of a report view: include
the tabbed attribute name indicator ( !! ) preceded and followed
by a space in the Line Selection. This will clearly distinguish
when the data for one section ends and data for another begins.

6. To insert a blank line: include a single exclamation point (!)
preceded and followed by a space in the Line Select wherever a
blank line is to be inserted.

7. To make this view a Public View: check the Public View
box. This option will only be available to the System
Administrator.

8. To have commas appear in data columns: single click on
the Comma Box.

9. To adjust the number of decimals displayed in the
spreadsheet data columns: single click on the Dec. Box and
type the desired number or click on the Dec. up or down
arrows until the required number of decimals is displayed. The
default is 0.

10. To change the way Negative Numbers are displayed: single
click on the Neg. box and then single click from the available
choices: (123), -123, or 123-. The default is (123).

11. To Scale the values displayed on the spreadsheet: single
click on the Scale box and then single click from the available
choices. Scaling will multiply the spreadsheet value by the
value selected in the Scale Box. For example, scaling to 0.01
will change 12,345 to 123. The default is no scaling, a value of
1.

12. To round the values displayed on the spreadsheet: single
click on the Round box and then single click from the available
choices. The default is no rounding, a value of 1.

To test the effect of your numeric changes (8 — 12), select Test
Values.
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Export to Excel

Data from spreadsheet views can be electronically transferred to
Excel. The report must be set up in Report View to export the
entire report. In Standard Views, only the active tab will be
exported. To export a view to Excel, first run the view as
described above. With the view still active on your screen, select
File, Dynamic Data Exchange, Excel. If Excel is run from a
network drive, you will need to open Excel first or you will receive
an error.

BRASS Ut ‘Window Help
Close
Finder

Refresh
Page Preview
Print Cl+P

Printer Select al ROAAIS0000. AGRICULTURE}

Dynamic D ala Exchange
File Expart (uattro
Lotus
FRestart word PY1ACT  BEGCOR D DTl
Exit T GES ES 226 241.00 | 241 ,525.00 0] 241 ,525.00
PS PERSOMAL SERVICES S 2268241 241525 0 241525
EE EXPENSE & EQUIPMENT [ =NT 337,201 356 527 (104,300 262527
FD FROGRAM SPECIFIC 0 0 0 0
Pl FROFERTY & IMPROYEMENEME 0 0 0 0
0 0 0 0
Ex EXPENDITURES 565,442 585 352 (104,300 494,052
TRF TRANSFERS OUT 330,750 350,000 0 350,000
0 0 0 0
A0 ALL BUDGET OBJECT CLAS] CLAS 896,152 948 352 (104,300)  B44,052

The Excel DDE specifications Screen shown below will display:

iz DDE Specifications |
0K Cancel

File:uj:‘uhrsxpnrtﬂ?-l}{la

Sheet: [Sheet] Macra: |
Columns to be transferred:

v SEQ W 7B M FMT

M SECT M OBJECT M LMAME

M PY1ACT M BEGCOR M Dty

v DT
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An export file has been loaded to the default directory specified in
the File section above. You should not change the information in
this section. You can choose to include sections in your export by
checking or un-checking them. To export, select OK from the
DDE specification menu.

1 Microsoft Excel E

The workbook, pou are opening containg macroz. Some macros may contain harmul
WiIIZES.
If pows are sure this workbook is from a trusted source, click Yes. If pou are not sure and
want to prevent any macros fram running, click Mo,

Cancel |

Select Yes if you receive the above message.

‘& Brsxport97-2.xls [Read-Only] Hi=E3 I
A_[ &8 © D E F G H | J K

1 [SequencelZera BlankFormat  Section  Object Line Name PY1ACT BEGCOR DV T I~

| 2 | 1 1 2 DOAAZSOC 100 SALARIES 228241 2415825 241525

| 3 |  After Running DDE 0 DOAAISOCPS PERSONA 228241 241525 241525

| 4 | Fram BRASS 0 DOAAISOCEE EXPENSE 337201 356827 104300 252827

| 5 | 0 DOAAISOLPD PROGRAM SPECIFIC

| B | PRESS HERE 0 DOAAZSOCPI PROPERTY & IMPROYVEMENTS

| 7| ToRun Conversion 0 DOAA350000

| 8 | hacro 0 DOAAISOCEX EXPENDIT 565442 598352 -104300 494052

| 8 | 0 DOAAISOCTRF TRANSFE 330750 350000 350000

| 10 | 0 DOAA3S0000

| 11| 0 DOAATSOLAD ALLBUDGC 895192 948352 -104300 844052

12

| 13 |

| 14 |

| 15 |

| 16 |

| 17 |

| 18 |

ﬁ a—

|20 .
14 4n ¥l Sheet1 {Shestz 7] 4] | R

Single Click on the “Big Button” as shown above to execute the
macro.

A dialog box will prompt you for a Title, Subtitle and formats.
Enter this information and select OK.
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‘& Brsxport97-2.xls [Read-Only] |_ (O] =]
ABCIDE F G H | J =
LISLF S OLine Mame PY¥1ACT BEGCOR D 0T ! I
| 2 |11 2 D#SALARIES AND WAGES el 24525 241525
| 3 [:After|D P PERSONAL SERMACES . DR 241525 241525
BRI S A NS Flcase Enter Repont Tile [ S Jepn 104300 262627
| 5 |:ning|D P PROGRAM SPE ..
| 6 |!DDE|D P PROPERTY & Il
7 |t Fro [Doaazsnoon [Test Report
| & | m [DEEXPENDITURES [Formet ; i 588352 -104300 484052
| 9 [(BRAIDTITRANSFERS 0 | MBold  [itsic [~ Underiine 350000 350000
1109 1 0 DOAA3S0000 _
|11 [#1 0 DAALL BUDGET O ublitie: 945352 -104300 844052
£ ITraining
|13 ] armat
| 14 | IV Bold ™ Underline ‘
115 |
16
7
|18 |
119 e
| 20| hd
|4 4 [» ]\ Sheet1 /Sheetz 7 || 4] P
You will be prompted to save your file.
2 Brewpont97-2.xls [Read-Only] Of x|
A I B T [ 5] E =
1] [Test Report |
o Save As H
1 Save in: I[:l My Documnents j EI _I EI
Mame | Size | Type | MMadified | - Save |
Budget_Farm_1.xls 245 KB Microsoft Exce... 3/26/99 4:10 PM
| 4|57 Budget_Form_2.x1s 20KB Micrasoft Exce. . 3126(99 5:14 PM Cancel | oT
| 5 |87 Columnsz.xls 86 KB Micrasaft Exce. . 4/22/99 6:16 PM cptons..._| 241,525
| B |7 entry_Log_operating_Core.xls 54 KB Micrasoft Exce... 3/16/99 4:40 PM 241 525
L7 ﬁ laneposit. xls 16 KB Microsoft Exce.., 22599 ... 252527
| B 387 lori.xs 208 KE Micrasoft Exce, . 4/27/99 6:01 M|
| 8 |57 mpFake. s 18 KB Microsoft Exce... 2{23(99 6:06 PM
|10 |87 mpTEST xis 135 KB Microsoft Exce. . 2/25/99 .., =l
K 494 052
% File name: || LI 350,000
E Save as bype! IMicmsoFt Excel Workbaok (*.xls) j g4 052 —
15+ ;
18 -
4 4 ¥ IbifSheet1 {ahestz £ | ml

After saving, you can print your file or use it like any other Excel

spreadsheet.
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B lori3.xls |_ O] %]
A B T D E =
1 est Report
|2 | Training
3
4 PY1ACT BEGCOR O OT
| 5 |PERSONAL SERVICES 228241 241525 241 525
| B |EXPENSE & EQUIPMENT 337 201 356 827 (104 300) 252 527
| 7 |PROGRAM SPECIFIC
8 |PROPERTY & IMPROVEMENTS
gl
| 10 |[EXPENDITURES EB5 442 598,352 (104,300) 494 052
1
ETRANSFERS ouT 330,750 350,000 350,000
13
| 14 |ALL BUDGET OBJECT CLASSES 856,152 948 352 (104 ,300) 844,052, —
15
16 .
I;r4 [» [ #l sheet1 ¢ Shestz £ |4 | L”JA

Several commands can be inserted in to the Line Selection of your
view to change the appearance of your exported file. The most
commonly used are:

e A single exclamation point preceded and followed by a space
prints a blank line wherever the ! is inserted in the listing of
lines or ranges of lines.

e A double exclamation point preceded and followed by a space
prints the name of the spreadsheet view wherever the !! is
inserted in the listing of lines or ranges of lines.

Modeling

Spreadsheet views contain a sophisticated modeling language that
can be used to analyze the impacts of budget changes, inflation,
taxes, workload and service demands, or any internal or external
condition that might have an impact on the operations of
government.

Models are attached to a specific view and are executed whenever
that view is run. To build a new model, single click on New
Model from the Edit Spreadsheet View screen to bring up the Edit
Model screen. After an initial model has been created, the New
Model button is changed to Edit Model as shown below:
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ain Edit Wiew: MODEL EX 1

Delete | Copy | Defaults Edit Model ’W‘ Cancel |
“iew Name: [MODEL Ex 1 Font Size: | 108 Zero Blank
Column Width: | 5508 Report Wiew [
cneSeecione Column Selections Public View I
PS EE PO EX I TRF LAO -
GEGCOR DTRER W1
NUMBERS] Camma M Headings Body
Scale: [1__[] Dec.:b_E Foreground | Black |=l|[Black =1
Rounding: Neg.:m Background | Gray [ =l [+hite =1
Test \alues | Zerop Megative

The Edit Model screen is displayed as shown below:
¢ Edit Model: MODEL EX 1 HEE

Insert | Delete | Move | Save | Cancel |
(&Line 1. i<
|

= col |DTREG - | co |BEGCOR

[ | [ |

Allacate
Ask

Range

EEEEL

Spread

Sum

4 4

Models use the lines and columns specified in the Edit Spreadsheet
View setup screen. You must include any Columns or Lines
needed for the model in your view setup.

The Insert and Delete buttons can be used to add or remove model
lines.

Several columns have been set up to receive results of your model.
These columns are WK1, WK2, WK3, and WK4.
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The model is entered as follows:

| _Type | | Field |

ICummandI I Type I | Field I |Fun|:‘liun| I Type I I Field I
Example:

| co | | wk1 |

I = | | coo | [BeGCOR| | = | [ value | | 1.04 |

Model Example

The type is entered as displayed below:
#i» Edit Model: MODEL EX 1 M= ES

Insert | Delete | Mowve | Save | Cancel|

(&-Line 1. Col [=]] fvict
| = el BTREQ — [ ca [EEGCOR |
Col |
Line | | | Allacat
Parm ﬂ
"alue Ask
Range
Spread
Sum
: i

The Command is entered as displayed below:
ss Edit Model: MODEL EX 1 H=

Insert | Delete | Move | Save |
(erline 1. | cal WK1

| Cal |DTREQ - | col |BEGCOR

2 (o - —

]

Allocate

sk
Range

Spread

RERL

Sum
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The Math Function is entered as displayed below:

¢ Edit Model: MODEL EX 1 [_ O[]
Insert | Delete | Move | Save I Cancel |

Cgline 1. [ Cal fwii

=| Col |DTREQ

Col JBEGCOR

ol

Allocatel
+ Ask
Range |
Spread |
Sum
4| |
The result of the model is displayed below:
&= MODEL EX 1 {28200C. ATTORNEY GENERAL} M= &=
Zooml
Chject Line Mame BEGCOR DTREG W1
s PERSONAL SERVICES 550,000 626 925 76,925
EE EXPENSE & EQUIPMEMT 1350,000| 1561750 211,780
FD PROGRAM SPECIFIC 2000000( 2,000,000 0
0 0 0
EX EXPENDITURES 3,500,000 4,188 675 200 575
0 0 0
TRF TRANSFERS OUT 0 0 0
0 0 0
AD ALL BUDGET OBJECT CLAS| 32200000 4188675 288 675
i »

The available Types are:

Cell

Col (Column)
Line

Parm (Parameter)
Value

The types describe what is included in the field immediately
following it (i.e. a line, column, a value, or a parameter).

The available Math Functions are:

/ (divide)
* (multiply)
+ (add)

Budget Preparation
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e - (subtract)

The available Commands are:

o =
e Allocate — to allocate numbers across columns.

e Ask — allows the user to input a value during execution.
e Range — used to set a range of columns or lines.

e Spread — similar to allocate.

¢ Sum — used to sum a range of lines or columns.

e Bold

o Italic

e Width

e Numerous Colors

The fields that require line or column objects, cell references,
parameters or values are not accessible from pull down menus.
These need to be typed in directly. Cell references identify a
specific cell and both the line and column must be entered in that
order separated by a dash (i.e. 100 - BEGGCOR). Values can be
positive or negative numbers. Ranges of lines or columns can be
specified. They are separated with a dash and are based on the
ranges of lines or objects in the view definition.

Example of COLA Calculation:
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Select Edit View:

' View Selection and Digplay

Edit Yiew

OK

Cancel |

ey NEFI’IE:|CDL,&'

— Approp

Tahle: E1
Approp: EBEDDC :

j [ Show Public

Other
CALL o+ AnOrg
" Fund " JohClass

AgOryg: EBEDDDDC

— Sections
& MNone
£ Approp
© Fund
" Decltern
" AgOrg
& JobClass

- Decltem
|

Classification:

* Salect

[l

o000 -000000&

B

Select New Model or Edit Model:

o Edit View: COLA

Delete | Copy | Defaults | EditMudeI| ’WI Cancel
View Mame:  [COLA Faont Size: EE Zera Blank [
Column Width: [ 8008 Repart Wiew [
Line Selections Public Yiew W
o0 Column Selections
= DTREC DTREQFTE WK1 ﬂ
2
Camma M Headings Body
Sc?le. Dec.:P_E Foreground |Black [=][Black =l
Rounding: Meg.: (123) |=] Background | Gray [=] [white =l
Test Values | Zero:| Megative
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Model Commands:

din Edit Model: COLA

Insert | Delete | Move

Save I Cancel |

[&rLine 1.

| Width I = |
Allncatel

Line 2.

[ ASK [Parm [PERCENT —| B
Range |

Line 3.
| ASK | Parm JAMOUNT

Spread

H

Sum

s Edit Model: COLA

[ |
Save I Cancell

Insert | Delete | Move |
Line 4. | Col i1 =
| =| Col |DTREQ | = ||Parm |PERCENT = |
| | | |
Allocate
Line 5. | Cal k2 —l
[ =[Col |DTREGFTE [ [Parm [AMOUNT sl
I I I I I I Range |
Line B. | Col i
Spread
| =| Col  fiwKi | + || Col k2 —l
5
| | | | o —
4| _’I_

Select Save when all commands are entered.
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Select OK to run the View:
' Wiew Selection and Dizplay

0K | Cancel
Wiew Name:|cgm j [ Show Public
— Approp ——————  Other
{ {+
Table: [ ALL Ag0rg
" Fund " JobClass
Approp; EBEDDC
AgOrg: EEHEEIEIEIEIC
— Sections — r Decltem
" None ~ o
r Approp Al Select
" Fund
F Declier [ 1=
" AgOrg Classification: 0000001 -0000006 IEI
(" lohClass

User is prompted to enter parameters:
siv Enter Model Parameters

Cola Increase Percentage 0,73 5.1
Cola Flat Dallar Increase 100

OK
Results of View:
&5 COLA {28200C. ATTORNEY GENERAL}
Ohbject Line Mame DTREG: DTREZFTE Wk
100 SALARIES AMDWWAGES 52500000 11.00 53 600,00
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Exercise 10: Spreadsheet Views

m Scenario:

Create various spreadsheet views based upon the
previously covered information.
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